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1 SUMMARY 
 

This document contains exercises which are intended for users of the AgileAssets system. These 
exercises will allow the users of the MMS to practice and understand how the asset operation 
business processes can be carried out using the AgileAssets system. 

Note: Every effort is made to ensure that users can successfully use the AgileAssets systems to 
efficiently perform the tasks listed in these exercises. For this training, a generic security profile 
is used throughout all the exercises - all trainees will use the same security profile to log into the 
system.  
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2 Introduction to MMS 

2.1 Logging on to the System 

Logging into the system requires Single Sign-On (SSO). Contact the System Administrator for 

these details. 

Note: If you are assigned to multiple Departments and Security Profiles, you will be prompted 

to choose these options upon log on. 

Note: A different Department and Security Profile can be selected after logging into the 

system (details provided later in this document). 

Perform the following steps to log into and access the system: 

➢ Launch your Internet browser. 

https://nvdot.agileassets.com/AMS_NV_UAT/Kernel/w_login.jsp 

 

1. In the User ID field, type your user ID. (If you have previously logged onto the system, 
the system will remember your user ID and so you will only need to enter your 
password.) 

2. Press the Tab key to move the cursor to the User Password field and type your 
password. 

End Process *** 

 

 

 

 

https://nvdot.agileassets.com/AMS_NV_UAT/Kernel/w_login.jsp
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2.2 Opening Multiple Sessions 

The create new session feature allows you to have multiple windows of the application open 
simultaneously providing the option of having 2 or more different windows/modules open at the 
same time. 

 

1. Click the display dropdown (that shows your Name/Department/Security Profile) at the 
top right portion of the screen. 

 

 

2. Click on Create new session. 

3. A new tab is added in your Browser (with the identical window of your current session) 

4. Navigate to the new session and review the page. 

 

Multiple Sessions are Established 

 

End Process*** 
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3 Basic System Functionality 

3.1 Page Navigation and Scroll Bars 

The scroll bars (horizontal & vertical) are only visible if the window cannot display all records 

that are available. Using the scroll bars allow the user to view more data by either scrolling 

downward and to the right side of the window. 

1. Navigate to the Work Orders window: Maintenance Manager > Operations > Work 
Orders > Create New/In Progress. 

2. Left-mouse click and hold the horizontal scroll bar, then move your mouse from left to 
right to view data on the page. 

3. Left-mouse click and hold the Vertical scroll bar, then move your mouse upward and 
downward to view additional data that is on the page. 

 

Maintenance Facilities Window

 

4. Click on the navigation section (bottom of page) to go to the first, previous, next, or 
last row in the window (or click on a number to go to a specific record) 

 

 

End Process*** 
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3.2 Accessing Modules and Menus 

The section describes the processes of accessing different modules and menus. 

1. Click the home icon   to refresh the default window of the module (i.e. Maintenance 
Manager/Storm Water Manager) you have opened. 

2. To access a different Module, click the module drop-down and select the module of 
interest. 

Module Accessed 

 

3. Navigate to the Menu Item option and select a menu. 

4. Based on your selection, the appropriate window is displayed. 

 

Menu Accessed 

 

End Process*** 
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3.3 Displaying a Window by Pointing & Clicking 

The section describes how different windows can be accessed in the application. Click the 

Operations Menu dropdown (system displays the list of submenus) 

1. Hover your mouse over the Work Orders to display its submenus. 

 

Sign menu/Sub-menus Displayed 

 

End Process*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

© 2019 AgileAssets Inc.   Page 13 

3.4 Adding a Window as a Quick Link 

A Quick Link is a navigational shortcut created by a user to quickly display a window within a 

module. 

1. Display the window that you want to create a Quick Link for (i.e. Work order window). 

2. Click the Quick Link dropdown (upper right hand of the window) and select Add Quick 
Link. 

 

3. A Reports hyperlink will now be available on the quick Links menu. 

4. Additionally, Quick Links can also be added by clicking on the Star icon next to the 
window path. 

5. To access the Quick Link you created, click the Quick Link dropdown and select the 
appropriate link. 

Quick Link is created 

 

End Process*** 

 

 

 

 

 

 

3.5 Accessing the Help Menu 

Clicking on the Help icon in any window allows the system to provide detail information about 

that window. Additionally, the tree view in the left-hand pane also allow a user to review other 

help topics if needed. 
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1. To access the Help menu in any window, while in any window, click on the Help icon 
 in the top right corner of the screen. 

2. The system launches another tab and displays the Help file. 

3. On the Heading menu, click on Contents to display the Help topics by content item 

4. Click on Search to search for Help items. 

 

Help Screen 

 

 

End Process*** 

 

 

 

 

 

3.6 Using Type Ahead 

The “Type Ahead” search functionality allows user to search for a result quickly by typing few 

characters into the field that contains the listed values. This function can be used throughout the 

application in any window which has fields that contain stored values.  



 

 

 

 

© 2019 AgileAssets Inc.   Page 15 

Example: While doing a work order, if I wanted to see only “Salt and Sand” result for “Tonopah”, 

from the Mix Target Stock ID column, then I will begin by typing “tono”. 

 

1. Select any work order record. 

2. In the Mix Target Stock ID column, begin to type “tono”. 

3. The system displays all values that contains “tono”. 

 

Type Ahead Option 

 

End Process*** 

 

 

 

 

 

3.7 Using the Filter or Filter By this Value Option 

The Filter command allows you to restrict the data that appears in a column wherever that 

column appears in the module for your view. While the Filter By This Value is used to select a 

value in a table and then show only the records with the selected value.  
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1. To Filter records in a table, display the table (i.e. Maintenance Facilities Inventory table). 

2. Right-click and select Filter. 

3. In the left pane, click on the Row/Item name from which you wish to filter from. 

4. In the right pane, click the down arrow in the Select Filter Type field and then choose 
the appropriate filter type (i.e. “in list”). The system then displays the values. 

5. Select the desired values for the variable by clicking the Select check box. 

 

 

6. When finished, repeat step 2 to add additional variable if applicable.  

7. Click the OK button to close the Scope Select window. A Filter Applied icon is then 
shown in the upper right-hand of the page. 

8. Conversely, Filter by This Value allows you to select a specific record in any column to 
filter by. 

Note: To reset/remove an applied filter, open the Scope Select page by clicking on the filter 
icon or right-click the table window and select Filter, click the Reset button, and then click 
OK. 

 

Filter Applied Window 
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End Process*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.8 Using the Find Function 

The Find command is used to locate a node in a tree view or an entry in a column of a table (the 

system does not search the entire table.  

1. Right-click the data within any column (i.e. Maint Facilities Pump Style) in a table and 
select Find. 

2. In the Find dialog box, enter a value (i.e. Key) to search for. Additionally, you can also 
use the Match Case or Exact Match option to find records. 

3. The system will find the next record that matches that criteria. 

 

Find Setup screen 
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End Process*** 

 

 

 

 

 

 

 

 

 

 

3.9 Attaching File to a Record 

This option allows you to add one or more attachments to a record in the application.  

1. Click once on the record for which you want to attach a file. The system highlights the 
record. 

2. Double-click In the Att. Column to bring up the pop-up window. 

3. A Work With Attachments pop-up window opens. 
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4. Right-click or expand the Menu by clicking the Action down arrow, and then select Insert 

Local File. 

 

5. Another pop-up window opens.  

 

6. Click Choose Files from the pop-up window and then navigate to the file that is to be 
uploaded. This window is typically the file browser window of your computer’s operating 
system. 

7. Once you have selected the file, click on the Open button. The window closes and the 
path to this file is inserted in the previous pop-up window. 

8. Click Upload. The system uploads the selected file and attaches it to the desired record. 

9. Click the Close button to close the window. 

Record With a File Attachment 
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End Process*** 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

3.10 Displaying Data in Form or Grid View 

Select whether the window or pane shows a single record at a time (Free Form View) or 

multiple records (Grid View).  

1. When a window is first opened, in most cases it is displayed in Grid view. A user can 
switch between views by selecting the appropriate icon. 



 

 

 

 

© 2019 AgileAssets Inc.   Page 21 

2. When viewing data in a window or pane, you can switch from Grid view to Form View 

by simply clicking the Form View icon . 

3. To switch back from Form View to Grid view, click the Grid View icon .  

 

Grid View  

 

 

Form View 

Note: The form view only shows one record at a time. 

 

End Process*** 
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3.11 Exporting Data 

The Export Data command is available in windows or panes that show tabular data. It allows 

you to select what table columns and records you wish to export and then save the data to a file 

outside of the system. 

1. Navigate to the table/pane/window you would like to export data from, right-click and 
select Export Data. 

 

2. The Export Data pop-up appears. 

3. Select the columns you would like to export by holding down the Ctrl key and clicking on 
each column of interest. 

4. In the Output format field at the top, select the desired output format (e.g., Excel, 
HTML, etc.). 

5. Click the OK button to export the file. 

 

File Export Window 
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End Process*** 

3.12 Double-click to Expand the Comment Column 

The comments field is used to add comments against records created in the application. The 

user can simply type his/her comment in the field or double-click the (comment field) to expand 

the Text Field Editor pop-up window when typing. Select any work order record. 

1. Double-click in the Comments column to bring up the Text Field Editor pop-up window. 

2. Add your comment and then click OK to close the box. 

3. Click Save to save the record. 

 

Text Field Editor window 
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End Process*** 

 

 

 

 

 

 

 

 

 

3.13 Utilizing the Sort Function 

The Sort command allows you to sort a table using multiple criteria. (While you could use the 

Sort command to sort a table by a single criterion, it is easier to just double-click the column 

head of the column by which the table will be sorted. 

1. To Sort records in a table, display the table (i.e. Maintenance Facilities Inventory table). 

2. Double-click on the right-side arrow  of the column heading to change the sort order 
(Ascending to Descending or from Descending to Ascending). 

3. Additionally, you can also right-click on the table and select Sort from the menu options 
that is presented. 

4. The Sort dialog box is displayed. Select the column label(s) to sort by clicking on the 

 button to move the selected column to the Columns to Sort section.  Select the 
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desired sort order (i.e. check the box next to column level for Ascending Sort and 
uncheck for Descending Sort).  Click the OK button when finished. 

 

Sort Window 

 

End Process*** 

 

 

 

 



 

 

 

 

© 2019 AgileAssets Inc.   Page 26 

4 Asset Inventory 
Note: The sections below apply to all asset types under Maintenance Assets. 

4.1 Maintenance Assets Bar (slider) – Basic Overview 

1. Open the following window: Maintenance Manager > Asset Inventory > Maintenance 
Assets 

2. Click the Collapsible slider bar (arrow) to open the inventory menu list.  

 

3. Click the check-box adjacent to the inventory record of interest. 

4. When finished, click the collapsible slider (arrow) to collapse the menu. 

5. From the Inventory pane, click on the Inventory type of interest to review its detail. 

6. As you perform this operation, notice that the map automatically zooms into the 
Inventory image that was selected. 

7. In the Map pane, click the Layer icon   to expand the MMS Assets Map pane. 

8. Click on the Base Map Icon to select a map style. 
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9. Once your selection is made, click the Layer icon   again to collapse the MMS Assets 
Map pane. 

 

Sample Maintenance Assets Inventory window 

 

End Process *** 
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4.2 Editing Assets 

1. Open the following window: Maintenance Manager > Asset Inventory > Maintenance 
Assets 

2. Click the Collapsible slider bar (arrow) to open the inventory menu list.  

3. Click the check-box adjacent to the Asset inventory type of interest (i.e. Signs). 

4. When finished, click the Collapsible slider bar (arrow) to collapse the menu. 

 

5. Select an asset record to be modified and change the data in any of the fields that are 
editable (i.e. Sign Current Condition) 

Note: In this example, the sign condition is changed from “Good” to “Fair”. 

6. Click the Sign Current Condition drop-down and select a different value. 

 

7. Click on the Save button to save your change. 

End Process *** 
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4.3 Inserting Assets 

Note: Only users with the proper access rights will have the option of inserting new 
asset record. 

1. Open the following window: Maintenance Manager > Asset Inventory > Maintenance 
Assets 

2. Click the Collapsible slider bar (arrow) to open the inventory menu list.  

3. Click the check-box adjacent to the Asset inventory type of interest (i.e. Signs). 

4. When finished, click the Collapsible slider bar (arrow) to collapse the menu. 

5. Right-click in the Data (top) pane and select Insert. A new record/row is inserted. 

 

6. Populate all fields that are applicable. 

 

7. Click the Save button to save the record. 

 

Note: When adding an asset record that has interdependence on another asset (i.e. sign & 

sign structure), you must perform a hard reload  of the page to update the added data.  

 

End Process *** 
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4.4 Disabling Assets 

Note: Only users with the proper access rights will have the option of disabling an asset 
record. 

1. Open the following window: Maintenance Manager > Asset Inventory > Maintenance 
Assets 

2. Click the Collapsible slider bar (arrow) to open the inventory menu list.  

3. Click the check-box adjacent to the Asset inventory type of interest (i.e. Signs). 

4. When finished, click the Collapsible slider bar (arrow) to collapse the menu. 

5. Select the asset record to be disabled. The record is highlighted. 

6. Scroll to the right of the page until you see the column Sign Status. Click the status 
drop-down and choose Retire. 

 

7. Click the Save button to save the record. 

End Process *** 

 

4.5 Basic Asset Map Functionality 

1. Open the following window: Maintenance Manager > Asset Inventory > Maintenance 
Assets 

2. Click the Collapsible slider bar (arrow) to open the inventory menu list.  

3. Click the check-box adjacent to the Asset inventory type of interest (i.e. Signs). 

4. When finished, click the Collapsible slider bar (arrow) to collapse the menu. 

5. Click and hold down your mouse left button in the Map (bottom) pane, then move in any 
direction. Notice that the map also moves in the same direction. 

6. Click the Plus (+) or Minus (-) in the lower right corner of the map pane to zoom in or out 
on the map. 
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7. Click on any asset record in the map pane, notice that the record is automatically 
highlighted in the data pane as well. 

8. Click on any asset record in the data pane, notice that the record is automatically 
highlighted in the map pane as well. 

9. Click on the map menu drop-down (right hand side) and choose the Select by Extend 
option. 

 

10. Select asset records on the map by drawing a box over the area where the assets are. 
The records are automatically highlighted in the data pane as well. 

 

 

End Process*** 
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5 Asset Reports 
For Dead Animal, Flood Damage, Rockfall, Highway Restriction and Betterment Completion 

reports, if certain tasks are chosen in the Work Order process an Inspection Report will prompt 

to automatically generate and link to the Work Order. 

Example using 131.01.07 - Clean Sediment or Retention Basins: 

 

5.1 Dead Animal Report 

A report related to dead animals along road side. 

1. Open the following window: Maintenance Manager > Asset Performance > 
Inspections > Dead Animal Report. 

2. Right-click in the Dead Animal Report Desc.  and select Insert. 

 

3. Overwrite the system generated (Dead Animal Report Desc.) number by double clicking 
in the field and typing in a desire name. 

4. Click the Linked Work Order drop-down and choose the appropriate work order record 
(if applicable). 

5. Populate all fields that are required/applicable. 

6. When finished, click the Save button to save the record 
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Dead Animal Report Window 

 

End Process*** 

 

5.2 Flood Damage Inspection 

This report relates to flooding activity. 

1. Open the following window: Maintenance Manager > Asset Performance > 
Inspections > Flood Damage Inspection 

2. Right-click in the Flood Damage Header pane and select Insert. 

 

3. Overwrite the system generated Flood Damage Inspection Description by double 
clicking in the field and typing in a desire description. 

4. Click the Linked Work Order drop-down and choose the appropriate work order record 
(if applicable). 

5. Populate all fields that are applicable. 

6. Click on the Location tab (bottom pane, if not already highlight) to access the location 
pane. 

7. Right-click in the pane and select Insert. 

8. Populate all fields that are applicable. 

9. Click on the Minor Flooding tab to access the pane. 

10. Right-click in the pane and select Insert. 

11. Populate all fields that are applicable. 

12. Click on the Roadway Characteristics tab to access the pane. 



 

 

 

 

© 2019 AgileAssets Inc.   Page 34 

13. Populate all fields that are applicable. 

14. Click on the Damage to Culver tab to access the pane. 

15. Populate all fields that are applicable. 

16. Click on the Damage to Ditches tab to access the pane. 

17. Populate all fields that are applicable. 

18. Click on the Damage to Box Culverts tab to access the pane. 

19. Populate all fields that are applicable. 

20. Click on the Damage to Bridges tab to access the pane. 

21. Populate all fields that are applicable. 

22. Click on the Misc. Damages tab to access the pane. 

23. Populate all fields that are applicable 

24. When finished, click the Save button to save the record. 

 

Flood Damage Inspection Window 

 

End Process*** 
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5.3 Rockfall Inspection 

In addition to creating inspection from the Maintenance Asset Window, additional inspections 
can be created from the Asset Performance menu. 

 

1. Open the following window: Maintenance Manager > Asset Performance > 
Inspections >Rockfall Inspection. 

2. Right-click in the Rockfall Inspection Header pane and select Insert. 

 

3. Overwrite the system generated (Rockfall Inspection Unique Identifier) name by double 
clicking in the field and typing in a desire name. 

4. Click the County drop-down and select a county. 

5. Click the Evaluator drop-down and select the evaluator. 

6. Click the District drop-down and select the right district. 

7. Click the Survey Date Calendar icon and choose a date. 

8. Click the Linked Work Order drop-down and choose the appropriate work order record 
(if applicable). 

9. Populate other fields as applicable. 

10. Click the Save button to save the record. 

11. Right-click in the Rockfall Inspection Detail pane and choose Insert. 

12. Populate all required/applicable fields. 

13. When finished, click the Save button to save the record. 
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Rockfall Window 

 

End Process*** 

5.4 Highway Restriction Report 

This report relates to highway restrictions. 

1. Open the following window: Maintenance Manager > Asset Performance > 
Inspections > Highway Restriction Report 

2. Right-click in the Highway Restriction Header pane and select Insert. 

 

3. Enter the name of the inspector into the Inspector field. 

4. Click the Inspection Date dropdown and select the date. 

5. Click the District dropdown and choose the right district. 

6. Click the Save button to save the record. 

7. Click the Linked Work Order drop-down and choose the appropriate work order record 
(if applicable). 

8. Click the Location (bottom) pane to access the page. 

9. Populate applicable fields. 

10. Click the Save button to save the record. 
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11. Click the Reload button to refresh the window. 

12. Click the Construction Descriptions (bottom) pane to access the page. 

13. Populate applicable fields. 

14. Click the Restrictions (bottom) pane to access the page. 

15. Populate applicable fields. 

16. Click the Recurring Days/Times (bottom) pane to access the page. 

17. Populate applicable fields. 

18. Click the Contract Information (bottom) pane to access the page. 

19. Populate applicable fields. 

20. Add your comments into the Comments field if necessary. 

21. When finished, click the Save button to save the record. 

 

Highway Restriction Report Window 

 

End Process*** 
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5.5 Betterment Completion Report 

This report relates to betterment (annual) plan. 

1. Open the following window: Maintenance Manager > Asset Performance > 
Inspections > Betterment Completion Report. 

2. Under the General Info. Tab, right-click the window and select Insert. 

 

3. Populate the following require fields: Betterment Completion Number, Betterment 
Completion Type, Start Date, Finish Date, District, along with other optional 
information (as required). 

4. Click the Linked Work Order drop-down and choose the appropriate work order record 
(if applicable). 

5. Click on the Location tab to access the window. 

6. Right-click the window and select Insert. 

7. Populate applicable fields. 

8. Click on the Surface Condition tab to access the window. 

9. Populate applicable fields. 

10. Click on the Aggregate/Asphalt tab to access the window. 

11. Populate applicable fields. 

12. Click on the Stockpile tab to access the window. 

13. Populate applicable fields. 

14. When finished, click the Save button to save the record 

 

Better Completion Report Window 
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End Process*** 
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6 Asset Inspection 

6.1 Sign Inspection 

This inspection relates to sign reflectivity inspection. 

1. Open the following window: Maintenance Manager > Asset Performance > 
Inspections > Sign Inspection 

2. In the Sign Inventory pane, highlight on the sign record that is to be inspected by 
clicking on it. 

3. Then click the Sign Inspection Details tab to access the window. 

 

4. Right-click in the top pane and select Insert. 

 

5. Click the Inspection Status dropdown and select the status of In Progress. 

6. Click the Inspection Date calendar icon and select a date. 

7. Type the name of the inspector into the Inspector field. 

8. Click the Inspection Frequency dropdown and select the right option. 

9. Click the Linked Work Order drop-down and choose the appropriate work order record 
(if applicable). 
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10. Click the Save button, then click the Reload button to refresh the page. 

11. Answer all questions in the Inspection Details pane. 

12. When done, Click the Inspection Status dropdown and select the status of Completed. 

13. Click the Save button to save the record. 

 

Sign Inspection Window 

 

End Process*** 
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6.2 Maintenance Facility Inspection 

This inspection relates to inspecting maintenance facilities. 

1. Open the following window: Maintenance Manager > Asset Performance > 
Inspections > Maintenance Facilities 

2. In the Maintenance Facilities Inventory window, highlight on the record that is to be 
inspected by clicking on it. 

3. Then click the Inspection History tab to access the window. 

 

4. Right-click in the top pane and select Insert. 

 

5. Click the Inspection Status dropdown and select the status of In Progress. 

6. Click the Inspection Date calendar icon and select a date. 

7. Type the name of the inspector into the Inspector field. 

8. Click the Inspection Frequency dropdown and select the right option. 

9. Click the Linked Work Order drop-down and choose the appropriate work order record 
(if applicable). 
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10. Click the Save button, then click the Reload button to refresh the page. 

11. Answer all questions in the Inspection Details pane (that are applicable) by expanding 
each section at a time to see all questions. 

12. When done, Click the Inspection Status dropdown and select the status of Completed. 

13. Click the Save button to save the record. 

 

Maintenance Facilities Window 

 

End Process*** 
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7 Basic Configuration for Work Orders 

7.1 Working with the Labor Short List 

The labor short list is used to share employees.  Select the borrowed employees from the crew 
that they are assigned to and add them to the short list of the crew that is borrowing them so 
that the selected labors can be added to the work order. 

 

1. Open the following window: Maintenance Manager > Operations > Shortlists > Labor 

2. In the Labor Short List pane, select the preferred employees into the Short List by 
clicking the check-box (in the select column) adjacent to each employee name. 

3. Additionally, you can also use the Filter option to find and select preferred employees 
into your short list.  

4. Once your selection is made, click the Save button to save the data.  

5. The selected Labor resources will now be visible in the Labor pane of the work order. 

 

Employee Short List Window 

 

End Process*** 
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7.2 Working with the Equipment Short List 

The equipment short list is used to share equipment.  Select the borrowed equipment from the 
crew that it is assigned to and add it to the short list of the crew that is borrowing it for the 
equipment to be added to the work order. 

 

1. Open the following window: Maintenance Manager > Operations > Shortlists > 
Equipment 

2. In the Equipment Short List pane, select the preferred equipment into the Short List by 
clicking the check-box (in the select column) adjacent to each equipment record. 

3. Additionally, you can also use the Filter option to find and select preferred equipment 
into your short list.  

4. Once your selection is made, click the Save button to save the data.  

5. The selected equipment will now be visible in the Equipment pane of the work order. 

 

Equipment Short List Window 

 

End Process*** 
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7.3 Working with the Material Shortlist 

Material short list is used to share materials between crews. 

 

1. Open the following window: Maintenance Manager > Operations > Shortlists > 
Material 

2. In the Material Short List pane, select the preferred materials into the Short List by 
clicking the check-box (in the select column) adjacent to each material master code 
record. 

3. Additionally, you can also use the Filter option to find and select materials into your 
short list.  

4. Once your selection is made, click the Save button to save the data.  

5. The selected materials will now be visible in the Material pane of the work order. 

 

Material Short List Window 

 

End Process*** 
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8 Work Request 

8.1 Create a Work Request 

1. Open the following window: Maintenance Manager > Operations > Work Request 

2. In the Work Request (top pane), right-click and select Insert. 

 

3. Type the name of your work request Into the Work Request Name field, 

4. Click the Assigned Admin Unit drop-down and select the right unit. 

5. Click the Start Date calendar Icon and select the start date. 

6. Click the End Date Calendar Icon an select an end date (if applicable). 

7. Click the Work Request Type drop-down and choose a type. 

8. Click the WR Status drop-down and choose a status. 

9. Click the Emergency Category drop-down and select a category (if applicable). 

10. Click the District drop-down and select the right district. 

11. If applicable, click the Asset Type drop-down and select an asset type. 

12. Provide a description for the work in the Description field. 

13. Click the Save button to save the record. 

Note: Routes that are available is for the crew that you are logged into. Route information 
can also be added to the work request if there is scheduled work to be done. 

14. Right-click in the bottom pane and select Insert. 

15. Click the Magnetifying Glass in the Route ID column to bring up the List of Routes pop-
up window. 

16. Select the route of interest and then click OK. 

17. Input the correct values into the BMP (beginning mile post) and EMP (end mile post) 
fields respectively.  

18. Populate all other fields that are applicable. 

19. When you are finished, click the Save button to save the record. 
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Work Request window 

 

End Process *** 
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8.1.1 Link One Work Request to Another 
The “Link to Another” feature allows you to link the selected work request with another work 
request to consolidate effort in a particular area. 

 

1. In the Work Request (top pane), right-click on the work request record that is to be linked 
and choose Link to Another. 

 

2. From the filter pop-up box that appears, in the left pane, click on the row (i.e. Work 
Request Type) to be filtered by. The row is highlighted. 

3. Click the Select Filter Type drop-down and choose In List. 

4. In the Action pane, select the option (i.e. Routine) to be used by clicking in the check-
box adjacent to the Item Name. 

 

5. Click the OK button when done. The Similar Complaints pop-up window appears. 

6. From the Similar Complaints window, highlight the work request record to be linked and 
then click the Link button. 

7. Click the Save button to save the record. The two (2) requests are now linked 
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Linked Work Requests 

 

End Process *** 

8.2 Create Work Order from a Work Request 

1. Open the following window: Maintenance Manager > Operations > Work Order 
Sources > Work Request 

2. In the Work Request List (top pane), click on the work request record that a work order 
is to be created against. The record is highlighted. 

3. In the Work Orders (bottom pane), right click and select Insert. The Task Wizard pop-up 
window appear. 

 

4. Project is by default selected. You will see the list of maintenance projects available in 
the project drop down list. Select the project of interest. 

5. After you have made the selection, click the Next button. Asset Type is now selected. 
You will see the list of asset types in the drop-down list. Select an asset type. 

6. After you make the selection, click the Next button. Activity is now selected. You will 
see the list of activities in a drop-down list. Select an activity of interest. 

7. In the Plan Amount field, put in the right amount. 
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8. Next, right-click on the work order record and select Activate WO. 

 

9. Click the Save button to save the record 

10. Navigate to the following window: Maintenance Manager > Operations > Work Orders 
> Create New / In Progress 

11. Verify that the Work Order record was created and is linked to the Work Request. 
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End Process*** 
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9 Work Orders 
The Work Orders window allows you to assign labor, equipment, and material to work orders. It 
also allows you to create Day Cards for the assigned resources. In addition, a fourth assignment 
(called Costs and Accomplishments) is available to record costs that are not attributable to 
labor, equipment, or materials. 

9.1 Create a Work Order 

1. Open the following window: Maintenance Manager > Operations > Work Orders > 
Create New / In Progress 

2. In the Work Orders (top) pane, right-click and select Insert, to create a new Work 
Order. As you perform this action, the Task Wizard pop-up window opens.  

 

 

3. Project is by default selected. You will see the list of maintenance projects available in 
the project drop down list. Select the project of interest (i.e. Normal Maintenance). 

4. After you have made the selection, click the Next button. Asset Type is now selected. 
You will see the list of asset types in the drop-down list. Select an asset type (i.e. Signs). 

5. After you make the selection, click the Next button. Activity is now selected. You will 
see the list of activities in a drop-down list. Select an activity of interest. 

 

Note:  You can select Inv. Elem, if you know the specific Inv. Elem ID (i.e. Sign 18917).  
If it is unknown, or you need to assign multiple Inv. Elems, then perform this task 
later, from the Location/Asset tab. 

6. Once you make the selection, click the OK button to save the selection and close the 
pop-up window.  

7. A new Work Order record is created in the Work Orders pane.  



 

 

 

 

© 2019 AgileAssets Inc.   Page 54 

8. Enter data (numeric value) into the Plan Amount column. 

Note:  Plan amount is the amount of accomplishment tied to the activity.  (i.e. Man 
Hours, Cubic Yards, Shoulder Miles, etc.) 
 
9. The Start Date Calendar automatically defaults to the current date that the work order is 

being created. You may change the date if needed. 

10. Click on Save button to save the record.  

 

Work Orders Window 

 

End Process*** 

 

Note:   

• The Account Codes pane will not be used because NDOT uses a different accounting 
system as the financial system of record. 

• Performance Guideline pane is used  to show output measures representing calculations 
of planned activity and effort. This pane is not yet setup. 
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10 Share (Work Order) with Admin Unit 
This option allows you to specify one or more administrative units besides your own that can 

work on a work order. When you select this command, the system displays a dialog box, so you 

can select the administrative units of interest that can work on the work order. 

10.1 Share an Existing Work Order with a Different Admin Unit. 

1. Open the following window: Maintenance Manager > Operations > Work Orders > 
Create New/In Progress 

2. Right-click on the work order (record) that is to be shared with another admin. unit and 
choose Share with Admin Unit. A pop-up box will appear. 

 

 

3. In the pop-up window, click the check-box adjacent to the admin. unit of interest.  
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Note: A work order can also be shared with multiple admin. units. In such case, click the 
check-boxes adjacent to the admin. units of interest. 

4. Click the OK button to close the pop-up window when finished. 

5. The system automatically saves the transaction. 

6. Login to the admin. unit that the work order was shared with. (see section 2.2 – How to 
change admin unit). 

7. Navigate to: Maintenance Manager > Operations > Work Orders > Create New/In 
Progress 

8. Verify that the work order record is available in the Work Orders pane. 

 

 

     End Process*** 
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11 Work Orders Sources 
In addition to the work order pane, a work order can also be created from other sources in the 

application.  

11.1 Create Work Order from Annual (Betterment) Work Plan 

The annual work plan window provides user the ability of issuing work orders from any of the 

approved plans in the Planned Activities pane. 

 

Note: Betterment plan is being referred to as Annual Work Plan in the AgileAssets system. 

 

1. Open the following window: Maintenance Manager > Operations > Work Order 
Sources > Annual Work Plan 

2. (If applicable) click the Year drop-down and select the correct year. 

3. In the Planned Activities for Selected Month, Year (top) pane, click on the Planned 
Activity  record that a work order is to be created for.  

4. Next, right-click on the annual plan record that you want to create a work order against 
and choose Issue Work. 

 

Note: You can also, right-click and select Insert, to create a new Work Order in the work 
order pane.  

5. Project is by default selected. You will see the list of maintenance projects available in 
the project drop down list. Select the project of interest. 

6. After you have made the selection, click the Next button. Asset Type is now selected. 
You will see the list of asset types in the drop-down list. Select an asset type. 

7. After you make the selection, click the Next button. Activity is now selected. You will 
see the list of activities in a drop-down list. Select an activity of interest. 

Note:  You can select Inv. Elem, if you know the specific Inv. Elem ID.  If it is unknown, 
or you need to assign multiple Inv. Elems, then perform this task later, from the 
Location/Asset tab. 

8. Once you make the selection, click the OK button to save the selection and close the 
pop-up window.  

9. A new Work Order record is created in the Work Orders pane.  
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10. Enter data (numeric value) into the Plan Amount column.  

11. Click on Save button to save the record.  

 

 

 

 

Work Order from Annual Work Plan Window  

  

End Process*** 
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12 Material Stockpiles 
A stockpile is where materials belonging to your administrative unit are stored. (warehouses, 

truck, route, etc.). 

12.1 Material Hauling  

The material hauling process is carried-out in the work orders window. This function allows you 

to haul materials from one location to another.  

1. Open the following window: Maintenance Manager > Operations > Work Orders > 
Create New / In Progress 

2. In the Work Orders (top) pane, right-click and select Insert, to create a new Work 
Order. As you perform this action, the Task Wizard pop-up window opens.  

 

 

3. Project is by default selected. You will see the list of maintenance projects available in 
the project drop-down list. Select the correct project. 

4. After you have made the selection, click the Next button. Asset Type is now selected. 
You will see the list of asset types in the drop-down list. Select the asset type of Stock 
Piles. 

5. After you make the selection, click the Next button. Activity is now selected. You will 
see the list of activities in a drop-down list. Select the activity labeled 270.04.01 Haul 
Materials (Man Hour). 

6. Click the OK button to exit the pop-up window. 
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7. In the Work Order pane, scroll to the right then click the Mix Target Stock ID drop-down 
and choose the location where the haul is to be taken (e.g. C104-Tonopah). 

Note: This is where the material is being hauled to. 

 

8. Enter numeric value into the Plan Amount column (e.g. 50). 

9. Click the Labor tab in the lower pane to access the Employee Shortlist.  

10. In the Select column, click the Check-box adjacent to the employee name that will be 
assigned to the work order for the hauling task.  

11. Click the Equipment tab in the lower pane to access the Equipment Shortlist.  

12. In the Select column, click the Check-box adjacent to the equipment that will be assigned 
to the work order for the hauling task.  

13. Click the Material tab in the lower pane to access the Material Shortlist.  

14. In the Select column, click the Check-box adjacent to the source material (e.g. salt and 
sand) that is being hauled to the stockpile.   

15. In the Amount column, put the amount of material being hauled. 

16. In the Work Order pane, highlight the work order record and click the Make Daycards 
button. 

17. Click OK to close the calendar. 



 

 

 

 

© 2019 AgileAssets Inc.   Page 61 

 

Note: At this point, in the accomplishment pane, the system automatically inserts a row showing 
the amount being hauled, the date, and measurement unit (which is tied to the activity). 
Measurement unit should be updated to be linked to the material instead. 

18. In the Equipment pane, click the Operator drop-down and select the right resource. 

19. In the Work Order pane, right-click on the work order record and select Approve All. 
The system approves all the Daycards. 

 

20. Open the following window: Maintenance Manager > Operations > Work Orders > 
Complete 

21. The Show Completed from Calendar Icon displays the current date.  

 

Note: The Date filter option allows a user to search for previous work orders by date. 
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22. In the Work Orders (top) pane, select the WO that you created in this exercise. 

23. Click the check-box in the Completed column that corresponds to the selected WO.  

24. Click on the Save Data button to save the record when finished.  

 

25. To see if the material got updated, open the following window: Resources > Materials > 
Material Management. 

26. In the Admin. Units pane, check the box adjacent to administrative unit that the material 
was hauled to. 

27. In the Material Class Code pane, check the box adjacent to the material that was 
hauled.  

28. Click the Reload button to refresh the pane. 

29. In the Transaction pane, you should now see the mixing transaction. 

 

End Process*** 
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12.2 Purchase/Receive Material 

This function allows you to buy materials. 

1. Open the following window: Resources > Materials > Material Management 

2. In the Stock List pane, locate the stockpile of interest. 

3. Right-click the record showing the stockpile and select Purchase. The system creates a 
transfer record in the Transactions pane. 

 

4. In the new transfer record that is in the Transactions pane, click in the Quantity column 
and enter the amount of material being transferred. 

5. Enter the unit cost for selected material into the Unit Cost column. 
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6. (When the stock item arrives) click the check box shown in the Accepted column. (This 

also selects the Fulfilled check box). 

 

7. When finished, click the Save button to save the record. 

8. Click the Reload button to refresh the page. The stock current quantity is updated 
displaying the new quantity. 

 

End Process*** 

 

 

12.3 (Material) Mixing Activity 

Mixing activities require combining existing raw materials to make new materials. The tasks 

are performed using the process for creating work orders 

1. Open the following window: Maintenance Manager > Operations > Work Orders > 
Create New / In Progress 

2. In the Work Orders (top) pane, right-click and select Insert, to create a new Work 
Order. As you perform this action, the Task Wizard pop-up window opens.  
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3. Project is by default selected. You will see the list of maintenance projects available in 
the project drop-down list. Select project labeled Normal Maintenance. 

4. After you have made the selection, click the Next button. Asset Type is now selected. 
You will see the list of asset types in the drop-down list. Select the asset type of Stock 
Plies. 

5. After you make the selection, click the Next button. Activity is now selected. You will 
see the list of activities in a drop-down list. Select the activity labeled 270.05.01 Mix Salt 
Brine (Man Hour). 

6. Click the OK button to exit the pop-up window. 

 

7. In the Work Order pane, scroll to the right then click the Mix Target Stock ID drop-down 
and choose the mixing activity (e.g. Salt Brine) associated with your admin. unit. 

Note: Mixing activity is performed using material within your admin unit. 
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8. Put the right amount into the Plan Amount column (e.g. 243). 

9. Click the Labor tab in the lower pane to access the Employee Shortlist.  

10. In the Select column, click the Check-box adjacent to the employee names that will be 
assigned to do the mixing activity.  

11. Click the Equipment tab in the lower pane to access the Equipment Shortlist.  

12. In the Select column, click the Check-box adjacent to the equipment that will be use the 
mixing activity. 

13. Click the Material tab in the lower pane to access the Material Shortlist.  

14. In the Select column, click the Check-box adjacent to the materials (salt & Chlorides, 
and water) that will be used for the mixing activity.   

15. In the Amount column for water, input the right amount (e.g.10). 

Note: In the Accomplishment pane, the (accomplishment) amount should equal the water 
amount (e.g.10), and the measurement unit should also be changed to gallon. 

16. In the Amount column for Salt & Chlorides, input the right amount (e.g.30). 
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17. Right-click on the work order record (in the work orders pane) and select Make 
Daycards. 

18. Click OK to close the calendar. 

19. In the Work Order pane, right-click on the work order record and select Approve All. 
The system approves all the Daycards. 

 

20. Open the following window: Maintenance Manager > Operations > Work Orders > 
Complete 

21. The Show Completed from Calendar Icon displays the current date.  

 

 

Note: The Date filter option allows a user to search for previous work orders by date. 

22. In the Work Orders (top) pane, select the WO that you created in this exercise. 

23. Click the check-box in the Completed column that corresponds to the selected WO.  
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24. Click on the Save button to save the record when finished.  

 

25. To see if the material got updated, open the following window: Resources > Materials > 
Material Management. 

26. In the Admin. Units pane, check the box adjacent to administrative unit in which the 
materials mixing occurred. 

27. In the Material Class Code pane, check the box adjacent to the materials that were 
used.  

28. Click the Reload button to refresh the pane. 

29. In the Stock List pane, you should now see that the quantity got updated in the Current 
QTY column. 
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End Process*** 
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13 Accomplishment/Cost tab 
The Cost pane under the Accomplishments tab, deals with day cards associated with activity 

costs and direct costs. 

13.1 Equipment Rental 

1. Assign Equipment Rental Cost to WO: In the Work Orders (top) pane, select the WO 
that you created in 9.1 

2. Click on the Accomplishments tab (in the bottom pane) to access the accomplishment 
pane. 

3. Right-click in the Cost pane and select Insert. 

 

4. Click the Work Date Calendar icon and select the date that is on the work order.  

5. Click the Cost Type drop-down and select the Rental Equipment. 

6. In the Total Cost field, input the dollar amount for the equipment. 

7. Click the Operator drop-down and select the right resource. 

8. Add your comments in the Comments field (if applicable). 

9. Click the Save button to save the data.  

 

Equipment Rental Cost to a Work Order 

 

End Process*** 
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13.2 Misc. Cost 

1. Assign Misc. Cost to WO: In the Work Orders (top) pane, select the WO that you 
created in 9.1 

2. Click on the Accomplishments tab (in the bottom pane) to access the accomplishment 
pane. 

3. Right-click in the Cost pane and select Insert. 

 

4. Click the Work Date Calendar icon and select the date that is on the work order.  

5. Click the Cost Type drop-down and select the Materials. 

6. Click the Operator drop-down and select the right resource (if applicable). 

7. Add your comments in the Comments field (if applicable). 

8. Click the Save button to save the data.  

 

Misc. Cost to a Work Order 

 

 

End Process*** 
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14 Assigning Resources (Day Cards) 
The Work Orders window allows you to assign labor, equipment, and material to work orders. It 
also allows you to create Day Cards for the assigned resources.  

14.1 Assign Labor to Work Order 

This function allows you to assign a crew member or members to the work order. 

 

1. Assign Labor to WO: In the Work Orders (top left) pane, left-click on the WO that you 
created in 9.1 to select it. 

2. Click the Labor tab in the lower pane to access the Employee Shortlist.  

3. In the Select column, click the Check-box adjacent to the employee name that will be 
assigned to the work order. The system loads the selected employee in the Assigned 
Employees pane. 

4. Repeat above step for all remaining employees to be assigned. 

5. Click the Save button to save the data.  

 

Labor Resource(s) Assigned to Work Order 

 

End Process*** 
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14.2 Assign Equipment to Work Order 

This function allows you to assign equipment to the work order. 

1. Assign Equipment to WO: In the Work Orders (top left) pane, select the WO that you 
created in 9.1 

2. Click on the Equipment tab (bottom left pane) to access the equipment shortlist.  

3. In the Select column, click the Check-box adjacent to the equipment that is to be used 
against the work order. The system loads the selected equipment in the Assigned 
Equipment pane. 

4. Repeat above step for all remaining equipment to be assigned. 

5. Click the Save button to save the data.  

 

Equipment Assign to a Work Order 

 

End Process*** 

Note: Rental equipment is processed in the (other) Cost pane found under the 

Accomplishment tab. 
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14.3 Assign Material to a Work Order 

This function allows you to assign material to the work order. 

 

1. Assign Material to WO: In the Work Orders (top left) pane, select the WO that you 
created in 9.1 

2. Click on the Material tab (bottom left pane) to access the material shortlist.  

3. In the Select column, click the Check-box adjacent to the material that is to be used 
against the work order. The system loads the selected material in the Assigned 
Stockpiles pane. 

4. In the Amount Column, insert the material quantity to be use against the work order. 

5. Repeat above step for all remaining materials to be assigned. 

6. Click the Save button to save the data.  

 

Assign Material(s) to a Work Order 

 

End Process*** 
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15 Recording Time and Work Accomplishments 
After a work order is created and the resources to complete the work order are assigned, 
you can create day cards. 

 

15.1 Make Labor, Equipment, Material Day Cards for a Work 

Order 

Note: A Day Card-work date cannot be modified when resources are already assigned. 
Based on the business rule, a work date should first be updated prior to assigning 
resources. 

 

1. In the Work Orders pane, click on the work order record of interest and select the Make 
Day cards button. 

2. The system displays a Make Day cards from pop-up window. 

3. Review the Start Date and End Date and then click OK when done. 

4. The system automatically creates Day Cards for the appropriate resources that were 
assigned to the work order. 

5. If an equipment day card was created, click on the Equipment tab (bottom left pane) to 
access the equipment shortlist again.  

6. Click the Operator drop-down and select the right operator. 

7. In the Total Hours column, insert the hours that the equipment was used. 

8. Click the Save button to save the record.  
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Make Day Card for a Work Order 

 

End Process*** 

 

15.2 Editing Day Card 

A Day Card can be edited in both the Work Orders and the Daily Log window once not in 
an approve status. For equipment day card, the Operator or Total Hrs. can be modified. For 
labor day card, the TRC code or Total Hrs. can be modified. For material day card, the 
Amount can be modified. 

Note: A Day Card-work date cannot be modified when resources are already assigned. 
Based on the business rule, a work date should first be updated prior to assigning 
resources. 

 

Edit Day Card in Work Order window  

1. In the Work Orders (top left) pane, left-click on the WO that you created in 9.1 to select 
it. 

2. Click the Labor tab in the lower pane to access the Employee Day Card.  
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3. For this example, change the TRC code from “REG - Base Pay” to “Overtime Pay” and 
the Total Hrs. from “8” to “3”. 

 

4. Click the Save button to save the record. 

 

End Process*** 

 

 

Edit Day Card in Daily Log window  

5. Open the Daily Log window: Maintenance Manager > Operations > Daily Log 

6. Click the Effective Date Calendar Icon and select the date of which you would like to 
review related work orders. As you perform this action, the Work Orders pane will show 
the WO in the selected Effective Date range. 

Note: The Daily Log window when opened, will always default to the current date. 

7. Click on the Equipment tab to see details related to the equipment used. 

8. In this example, change the Hours from “8” to “2”. 

 

9. Click the Save button to save the record. 

 

End Process*** 
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15.3 Approve Day Cards for Work Order 

Day Card types (Labor, Equipment, Material, Accomplishments) can all be approved at once 
using the Approve All right-click menu option on the work order record in the Work Orders 
pane, or by approving each Day Card individually. 

    

Note: Approved Day Cards (Labor, Equipment, Material, Accomplishments) can also be 
disapproved using either methods; Uncheck the “Approved” check-box for the record that was 
previously approved and save or use the right-click menu option on the work order record in the 
Work Orders pane and select Disapprove All.  

Approve Employee Day Cards:    

1. In the Work Orders (left) pane, select the WO that you created in 9.1 

2. Click on the Labor tab to access the employee day card pane.  

3. In the Employee Day Cards pane, click the “Approved” check-box adjacent to the 
record(s) to be approved. 

4. Click the Save button to save your transaction.  

 

Approved Employee Day Cards 

 

End Process*** 
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Approve Equipment Day Cards:    

1. In the Work Orders (left) pane, select the WO that you created in 9.1 

2. Click on the Equipment tab to access the equipment day card pane.  

3. In the Equipment Day Cards pane, click the “Approved” check-box adjacent to the 
record(s) to be approved. 

4. Click the Save button to save your transaction.  

 

Approved Equipment Day Cards 

 

End Process*** 
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Approve Material Day Cards:    

1. In the Work Orders (left) pane, select the WO that you created in 9.1 

2. Click on the Material tab to access the material day card pane.  

3. In the Material Day Cards pane, click the “Approved” check-box adjacent to the 
record(s) to be approved. 

4. Click the Save button to save your transaction.  

 

Approved Material Day Cards 

 

End Process*** 
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Approve Accomplishments Day Cards:    

1. In the Work Orders (left) pane, select the WO that you created in 9.1 

2. Click on the Accomplishment tab to access the accomplishments day cards pane.  

3. In the Accomplishments pane, click the “Approved” check-box adjacent to the 
record(s) to be approved. 

4. In the Cost pane, click the “Approved” check-box adjacent to the record(s) to be 
approved. 

5. Click the Save button to save your transaction.  

 

Approved Accomplishment Day Cards 

 

End Process*** 
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16 Complete a Work Order 

16.1 Completing a Work Order 

The Completion window displays work order (WO) information such as location, amounts, and 

actual charges from Day Cards for WOs that are either active or completed on or after the date 

entered in the date field at the top of the window. 

1. Open the following window: Maintenance Manager > Operations > Work Orders > 
Complete 

2. Click the Show Completed from Calendar Icon and choose the appropriate date. 

Note: The Date filter option allows a user to search for previous work orders by date. 

3. Click the Reload button to refresh the page. 

4. In the Work Orders (top) pane, select the WO that you created in previous exercise. 

5. Click the check-box in the Completed column that corresponds to the selected WO.  

Note: If there are any ‘unapproved’ Day Cards, the system will prompt you to approve the 
Day Cards prior to Completing the work order.  

6. Click on the Save Data button to save the record when finished.  

 

Complete Work Order  

  

End Process*** 
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16.2 Re-opening a Work Order 

Note: Once a work order (WO) has been completed, it will no longer visible in any of the other 
windows after the date it was closed. If necessary, you can re-open a closed WO as long as you 
know the date it was closed. 

 

1. In the Work Orders (top) click the Show Completed from Calendar icon and select the 
date that the work order was closed. 

2. Click the Reload icon to refresh the page 

3. In the Work Orders (top) pane, select the WO that you closed. 

4. Uncheck the check-box in the Completed column that corresponds to the selected WO.  

7. Click on the Save Data button to save the record when finished.   

8. The Work Order will now show up in the Create New/ In Progress window. 

 

Reopen a Work Order  

  

End Process*** 

 

 

 



 

 

 

 

© 2019 AgileAssets Inc.   Page 84 

17 Daily Log Window  
 

17.1 How to View Date in Daily Log Window  

The Daily Log window allows you to enter, edit, and approve or disapprove all types of Day 
Cards for all work order performed by agency personnel for a single day. In other words, the 
Daily Log window is a way to record all activities that take place in your admin. unit for a single 
day.   

 

1. Open the following window: Maintenance Manager > Operations > Daily Log 

2. Click the Effective Date Calendar Icon and select the date of which you would like to 
review related work orders. As you perform this action, the Work Orders pane will show 
the WO in the selected Effective Date range. 

a. Hours Shown are the hours logged in for the crew you are logged into.  

b. Other Hours are for the hours logged outside the crew you are logged into. 

3. If applicable, update the data in the respective tabs (Labor, Equipment, Material, 
Accomplishments) in the bottom part of the window. 

4. Click the Save button to save your transaction.  

 

Daily Log Window 

 

End Process*** 
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18 NEATS/EAMS Correlation 
NEATS interface is setup to provide an output of employee data along with TRC codes into the 

AgileAssets system for data validations. 

18.1 Timecards 

The purpose of this window is to show the employee hours worked for a specific pay period. 

 

1. Open the following window: Maintenance Manager > Operations > NEATS > 
Timecards 

2. Click the Pay Period drop-down and select the pay period of interest. 

3. The system displays information related to the pay period that was selected. 

4. Close the window after reviewing the data. 

 

End Process*** 
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18.2 NEATS Exception Report 

The purpose of the NEATS Exception Report window is to show discrepancies between the 
EAMS hours (captured from work orders timecards) and NEATS hours (captured from the 
interface) for any given pay period. If there are no discrepancies for a pay period, then no data 
will be shown for that pay period. 

If at any time, the 2 systems (EAMS & NEATS) data do not match during a pay period, then the 
records that have inconsistencies will be shown in the appropriate column with the hours. 

 

1. Open the following window: Maintenance Manager > Operations > NEATS > 
Timecards 

2. Click the Pay Period drop-down and select the period of interest. 

3. The system displays the correlation report for the pay period that was selected. 

4. If an employee hour worked differs between the 2 systems, the report will display the 
discrepancy. However, if there are no discrepancies, no data will be displayed in the 
window. 

 

Example: The screenshot below shows Michael Berg booked 10 hours of regular time and 
10 hours of overtime in NEATS but not in EAMS on 3/8/2919 for pay period 2/25 thru 3/10. 

 

Note: If Michael Berg had booked these hours in EAMS but not NEATS, then the system 
would have shown the hours in the EAMS column instead of the NEATS column. 
Furthermore, if he had booked these hours in both systems, then no data would have been 
shown for him. 

5. Close the window when finish. 

 

End Process*** 
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19 Reports 

19.1 Viewing Report 

 

Navigate to the following window: Maintenance Manager > Reports > Reports 

1. Expand the Public folder (if not already expanded). 

 

 

2. Right-click on the report of interest (i.e. Material Updated) and select Show Report. The 
system opens another tab with the report. 
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3. Click on the report tab to review the report.  

 

Sample Standard Report 

 

 

End Process*** 

 

19.2 Sharing a Report 

1. Navigate to the Reports window: Maintenance Management > Reports > Reports. 

2. Expand the My Reports folder. 

3. Right-click on the report you want to share and select Share report. A Report Group 
Sharing pop-up window appears. 

 

4. Right-click in the Groups (left pane) and insert a new record in the Groups pane, 

5. Type in the name of the group. 
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6. DO NOT place a check mark into the Shared Checkbox. 

7. Select a Sharing Type from the sharing type drop down. 

8. You can Share the report with either: 

a. Option 1 - Choose individuals by selecting a Security Profile and Admin. Unit 
(middle pane). 

b. Option 2 - Select individual directly by right-clicking in the Individuals pane and 
then choosing Insert (right pane). 

9. When the share group is fully configured, click the OK button to close the Report Group 
Sharing dialog box. 

10. A copy of the report will now be available in the Shared Folder for that individual or 
group in the Report pane. 

 

 

Sample Share report 

 

End Process*** 
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19.3 Filtering Report 

1. Navigate to the Reports window: Maintenance Manager > Reports > Reports. 

2. Click on the My Reports folder. 

3. Right-click on the report of interest and select Setup/Show Report. 

 

4. Click on the Filter button to bring up the filter pop-up window. 

 

5. Click on the Item Name (left pane) that is to be used for the filter. The system highlights 
the select row. 

6. Next, click the Select filter type drop-down and choose the right option.  

Example: Start Date is selected in the left pane and the filter type of “between” is selected 
in the right pane. 
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7. Click Ok when done. The pop-up window closes 

4. Click on the Show Report button to review the report. The system opens another tab 
with the report. 

8. Click the report tab to view the report. Notice that the report generated display records 
between the dates that were specified.  

 

Sample Filtered Report 

 

End Process*** 
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